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Electronic Case Files System
Attorney’s Manual

Getting Started

Introduction

This manual provides instructions on how to use the Electronic Filing System to file
documents with the court, or to view and retrieve docket sheets and documents for all
cases assigned to this system. Users should have a working knowledge of Netscape and
Adobe Acrobat.

ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts
and Netscape software to perform the following functions:

o Practice entering pleadings into ECF using a “training” database
that is similar to the official live ECF database

J Electronically file pleadings and documents in actual (“live”) cases
o View official docket sheets and documents associated with cases
o View various reports for cases that were filed electronically

Requirements
Hardware and Software Requirements

The hardware and software needed to electronically file, view and retrieve case
documents are the following:

. A personal computer running a standard platform such as
Windows, Windows 95 or Macintosh

o An Internet provider using Point to Point Protocol (PPP)

o Netscape Navigator software version 4.5, 4.7 or 4.76; or Internet
Explorer 5.5

o Software, such as Adobe Acrobat Writer or pdfFactory, to convert
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documents from a word processor format to portable document
format (PDF).

o A scanner to transmit documents that are not in your word
processing system. Note: This would only be used for
documents that cannot be produced electronically. Scanned
documents lessen the level of service we provide by slowing
down the entire system. Accordingly, we encourage the use of
electronically produced documents (documents converted from
wordprocessor to PDF) rather than scanned documents.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query
and Report features of the ECF system. If you do not have a PACER login,
contact the PACER Service Center to establish an account. You may call the
PACER Service Center at (800) 676-6856 or (210) 301-6440 for information or to
register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov.

Registering for Access to ECF

Participants will need to register with the courts to receive a login and password
for the CM/ECF system. Registration forms can be obtained on our web site at
http://www.prd.uscourts.gov/cmecf/ or by calling the court.

Completed registration forms should be mailed to:

Clerk’s Office

U.S. District Court

For the District of Puerto Rico
Attn: ECF Attorney Registration
Rm 150 Federal Building
Chardon Street

San Juan, PR 00918-1767

Once an account has been established, your login and password will be sent to
you by the Office of the Clerk by regular, first-class mail.

Registered users can visit a training version of the system on the Internet at
https://ect-train.prd.uscourts.gov to practice ECF activities. We strongly
recommend that registered users practice in the “training” ECF database before
filing documents in the “live” ECF database.
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Basics

User Interactions

There are three general types of user interactions allowed by the system:

. Entering information in data fields
J Using command buttons to direct system activities
o Mouse-clicking on hyperlinks

Conventions used in this Manual:

. Data to be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

o Command buttons are represented in this manual in [bracketed boldface
type].
o Hyperlinks are represented in underlined boldface type.

User’s Manual

You can download or view the most recent version of the ECF User’s Manual (in
PDF format) from the District Court’s web page. Enter
http://www.prd.uscourts.gov/cmecf/, when the court’s web page opens, click on
the Electronic Case Filing hyperlink.

A Step-By-Step Guide
Below is a step-by-step guide for entering the system, preparing a document for filing,
filing a motion or application, and displaying a docket sheet. We suggest that you go
through the steps on the training data base before trying to actually file a document.
How to Access the System

Users can get into the system via the Internet by going to

https://ecf.prd.uscourts.gov

Users can access the Training Database by going to
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Logging In

The next screen is the login screen.

ECF/PACER Login

Notice
This is a Restricted Weh Site for Official Court Business only. Unauthorized entry is prohibited and
subject to prosecution under Title 18 of the U.5. Code. All activities and access attempts are logzed

Instructions

Enter your ECF login and password for electronic filing capahilities. If you do not need filing
capabhilities, enter your PACER login and password. If you do not have a PACER login, contact the
PACER Service Center to establish an account. You may register online at

hitp:ipacer psc uscourts. zov or call the PACER Service Center at (300) 676-6856 or (210)
301-6440

In the future an access fee of $.07 per page, as approved by the Judicial Conference of the United
States at its September 1993 session, will be assessed for access to this service. All inguiries will be
charged to your PACER account. 1f you do not need filing capabilities, enter your PACER login and
password. The Clent code 15 prowided to the PACER user as a means of traclang transachons by
client This code can be up to thirty two alphanumenic characters long

Authentication

Login:
Passward:

client code |

CABCF has beer tested and works correctly with Netscape 4.6x and 4.7x

Enter your ECF Login and Password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive.

Note: Use your ECF login and password if you are entering the system to file a
pleading or to maintain your account. If you only wish to enter ECF to
query the database for case information or to view a document, enter you
PACER login and password. Beginning January 2004 you will be
charged a fee to view ECF case dockets and documents.

Verify that you have entered your ECF login and password correctly. If not, click
on the [Clear] button to erase the Login and Password entries and re-enter the
correct information. After you enter the correct login and password information,
click on the [Login] button to transmit your user information to the ECF system.

J If the ECF system does not recognize your login and password, it will
display the following error message on a new screen:

Login failed either your login name or key is incorrect
. Click on the [Back] B2tk button in your browser and re-enter your
correct login and password.
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The Main Menu will appear after logging successfully to ECF.

-'a CM/ECF TRAIN - LS. District Court for the District of Puerto Rico - Microsoft Internet Explorer

j File Edit Yew Favorites Took Help

= 2 )
= Givil - Criminal o Query - Reports o utilities - Logout L7 )

United Siates Disirict Court for the Disirvici of Fuerie Rice
Train Database

Official Court Electronic Document Filing System

This message is contained in the file OperationMNotice.ktm.
You may used this file to aleri users to current CM/ECF operational issues.

This fiacality 15 for Gificial Claurt Business onlp. Activify to and from this sife is logged. Document filings on this system are subject fo Federal Rule of Ciwil Frocedure 11. Evidence of unauthorized or criminal
ctivity will be forwarded fo the appropriate law enforcement oficials.

Flcome to the United States District Court for the District of Puerta Rico for the Train Database Flectronic Document Fifing Spstem. This page is for the use by attornaps and firms parficipating in the electrontc
[iing spstem. The most recent version of the Netscape browser and the Adobe PDF reader can be obtained by selecting the MetscapetPDF Satiings option Hstad befow

Tou should become famitiar with the navigational sapabilifies of pour Metscape broswer. Most scresn displays in this spsiem ave spiit fo provide @ small top frame for Netscape. Review Mefsoape s frame
apabilit for new navigation fips.

Metscape/PDF Seffings
| |_’|_I
&7 Done [ 5 [ mtemnet

Once the Main Menu appears, choose from the following list of options on the top bar.

Civil- Select Civil to electronically file all civil case pleadings, motions, and
other court documents.

Criminal- Select Criminal to electronically file all criminal case pleadings, motions,
and

Query- Query ECF by specific case number, party name, or nature of suit to
retrieve documents that are relevant to the case. You must login to
PACER before you can query ECF.

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. You
must login to PACER before you can view an ECF report.

Utilities- View your personal ECF transaction log and maintain personal ECF
account information in the Utilities area of ECF.

Logout- Allows you to exit from ECF and prevents further filing with your

password until the next time you log in.

Note: The date you last logged into the system appears at the bottom left corner of this
screen. You should review this information each time you login for security
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the court
as soon as possible.
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Manipulating the screens

Each screen has the following two buttons:

o M clears all characters entered in the box(es) on that screen.
Nest | Submit

accepts the entry just made and displays the
next entry screen, if any.

Correcting a mistake:

&

« 2 A &4 2 W IS 48 @

Back Forward  Reload Home Search  Metscape Frint Security Stop

Use the © Bask " button on the Netscape toolbar to go back and correct an entry
made on a previous screen. However, once the document is transmitted to the

court, only the court can make changes or corrections.

Filing Documents for Civil Cases
There are eight basic steps involved in filing a document in a civil case:

1) Select the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document is to be filed;

3) Designate the party(s) filing the document;

4) Specify the PDF file name and location for the document to be filed.
5) Add attachments, if any, to the document being filed.

6) Modify docket text as necessary

7) Submit the pleading to ECF

8) Receive notification of electronic filing

Filing Documents for Criminal Cases

There are nine basic steps involved in filing a criminal document:

1) Select the type of document to file (see Attorney Event Menu);
2) Enter the case number in which the document is to be filed;
3) Designate the defendant that the filing relates to;
4) Verify that the case number and caption are correct.
5) Designate the party(s) filing the document;
6) Specify the PDF file name and location for the document to be filed.
7) Add attachments, if any, to the document being filed.
8) Modify docket text as necessary
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9) Submit the pleading to ECF
10) Receive notification of electronic filing
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Follow the next steps to file a document in ECF:

1. Select the type of document to file

] 2
Criminal . Query . Reports . Uutilities . Logout ?
-t

For civil cases sclect Civil from the blue menu bar at the top of the ECF screen.

The Civil Event window opens displaying all of the events from which you may
choose for your filing.

Criminal Ouery
Civil Events
Initial Pleadings and Service Other Filings
Complants and Other Inthiating Documents  ADE Documents
cervice of Process Hotices
Angwers to Complants Tral Documents
Other Answers Appeal Documents

Cither Diocuments

IfIotions and Related Filings
Ilotions
Eesponszes and Eeplies

For criminal cases, seclect Criminal from the blue menu bar at the top of the ECF
screen. The Criminal Event window opens displaying all of the events from which
you may choose for your filing.

Criminal

Criminal Events

Charging Instruments and Pleas
Flea-Related Documents

Motions and Related Filings
Iotions

Other Filings
Warvers
Serwice of Process
Motices
Trial Documents
Appeal Documents to USCA
Cther Documents
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2. Enter the case number in which the document is to be filed.

A new screen opens with a Case Number field. Enter the number of the case for
which you are filing a document (in this example a motion ) and click on [Next].

Criminal Query +

Case Humber

ID}1 0 92-12345, 1:89-0v-12345, 1-98-0v-12345, 98ev]1 2345, or 1:3%0v1 2345

Ne:dl Clear |

Note: if the case number you are working on is 3:00cr101, you could enter the case
number in any of the following formats:

02-100

02¢r100

3:02-cr-100

3-02-cr-100

3:02¢r100

e [fthe number is entered incorrectly, click M to re-enter. If the computer

Back

prompts that you entered an invalid case number, click on & | to re-enter.

e When the case number is correct, click on —

A new screen will show you the case number and caption. Verify this is the
case you intend to file to.

03-m-00101-HI. Perez +w. Brvera

|| Nextl Clear |

Click e
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3. Select event type

Scroll through the menu until you find the type of motion or application you wish to file.

Criminal

Leave o

Miscellaneous Relief
Mewe Trial

Pr.%minary Injunr

— T

Protective Order
Feassigh Case =

[+ et Clear

For demonstration purposes, highlight Preliminary Injunction and click on [Next].

Note: To select more than one motion, press and hold down the Ctrl key, and click on
each of the desired multiple forms of relief.

4. In civil cases, designate the party(s) filing the document

Criminal . Query

Motions
303-cy-00101-HL Ferezv. Rivera

Select the filer.
Select the Party: OR Select a Group:
Perez, Juan [Plaintitf] LddCreate New Party
Rivera. Fedro [Defendant] & No Group
41 Defendants
7 L1 Plaintiffs
L1 Parties

M Clearl

Highlight the name of the party or parties for whom you are filing the motion and click
on the [Next] button. If you represent all defendants or all plaintiffs you may select the
entire group by holding down the control key while pointing and clicking on each party

of the group
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Note: If your party does not appear, see the section of this manual titled Add/Create
New Party (only for civil cases).

In Criminal Cases you have to select the defendant(s) that the filing relates to,
before designating the party

Clvll « Criminal « Query « Reports =«

Nftafe appropnreete selections

O3:01-er-00123-JAF-| - Tohn Tloc
O3:01-er-00123-JAF-2 - Wiaria Roc

M All defendants

[

Click in the boxes to place a check next to each defendant’s name that this filing relates
to. If it relates to all defendants in the case, check the box for “All Defendants” and
leave the other boxes unchecked. When finished selecting defendants click on [Next].

Then designate the party(s) filing the document - Highlight the name of the party or
parties filing the motion. Click on the [Next] button.

Clvll « Criminal + Query « Reports - Utllides + Logout ?

3:01-cr-00123-JAF USA v. Doe et a|

|5elect the filer.

Select the Purly:

Roe, Maria (2) [Defendant]

Teonle el
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5. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted below. ECF displays a field for locating and entering the PDF
file of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.

Criminal

Motions
3:03-cv-00101-HL Perez v Rivera

Select the pdf docurnent (for exaraple: CA199cw501-21 pdf).

Filename
Browse. .. |

Attachmends fo Document: & No £ ¥es

Ml Clear |

e Click on the [Browse] button. ECF opens the following screen.
File Upload HE
Look s [ &3 POF Fies | =i

File name: | Open

Files of bype: IHTML Files j Cancel |

o
e Change the Files of type from:

Files of type:  [HTML Files =1

to:

“
Filez af lype:
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e Navigate to the appropriate directory and file name to select the PDF document
you wish to file.

e Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click on the highlighted file name to open a quick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. You should view it to verify that it is the correct
document.

File Upload
Look in: | ‘3 POF Files =l

{00cy 101 mation

Select

Prirt l!

Bfl Addto Zip

B ama

e Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closes the File Upload screen and inserts the PDF file name
and location in the Motions screen.

Motions
303-cw-00101-HL Perezy. Rivera

Select the pdf docurment (for exaraple : C:1 99030121 pdf]).
Filename

|D:HCI\-1—ECFTraininngDtiDn.pdf Browse... |

Attachments to Document: * Mo (& Ves

Nextl Clear |
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In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the [Next] button.

Ciwil + Criminal « Query +« Reports + Utilities « Logdg

3:01-cr-001 23-JAF USA v. Doe et al

FRROF: Document iz not a well-formed PDF document (no further information is availal

Back

ECF will not permit you to select a file for your pleading that is not in PDF format.

e Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

e Ifthere are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, “Modifying Docket Text,” to proceed with your
filing.

e Ifyou have Attachments to your motion, you will select [Yes] on the screen depicted
above. Click on [Next] and proceed to the first step in Section 5, “Adding
Attachments to Documents Being Filed”.

Failure to Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecl-train_ned.uscourts_gov - [JavaScript Application] [E3

& Mate: ¥'ou have not selected a docurment.

e If you click [OK] from the screen depicted above ECF will return you to the
Motions screen. You cannot proceed without attaching a PDF document.
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6. Add attachments to documents being filed

If you acknowledged the need to attach documents to your motion during the previous
step, a new Motions screen appears.

S_ District Court for the District of Puerto Microsoft Internet Explorer  [—[5[x

Civil + Criminal + Query « Reports + Utilides + Logout

3:01-cr-00123-JAF USA v. Doe et al

ISclect one or more attachmems.
1) Enter the pdf document that contalns attachment (tor example: Clappendix. pdt).

Filename

| [
2} At your option, select a document type and/or enter a description.
Type Description

[ - | |

3) Add the fileneme to the 1izt box below. If you have more attachments, go back to Step 1. When
the list of filenames is camplete, elick on the Nest hitton.

Add to List
Remuve frum List

MNext

e Click on [Browse] to search for the document file name of the attachment.

e Next to the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed selection.

e To describe the attachment more fully, click in the Description box and type a clear
and concise description of the attachment.

e C(Click on [Add to List].

ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.

Select one or more attachments.

13 Enter the pdf document that contains attachment (for ezample: Clappendi pdf).

Fil
< ICi\MY Documentsh reclagssify guidelin Brbwse... |

2 At your option, select a document type andfor enter a description

Type Description

%) Add the filename to the list box below. If wou have more attachments, go back to Step 1. When the list of filenames is complete, click on the et button.

< Cly Documentsweclassify_guideline_wo_summons. pdf Add 1o List |
Rerove from List
PR Fauimle |

Mext |
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e Repeat the sequence for each additional attachment.

e After adding all of the desired PDF documents as attachments, click on [Next].

7. Modify docket text

After you finish entering an attachment or submitting a document, the system will
prompt you to provide a docket text.

Criminal Query

Reports utilities

2:03-¢y-00101-HL Perez v, Rivera

Docket Text: Modify as Appropriate.

T MOTION for Preliminary Injunction filed by coral on behalf of Juan Perez (coral, )

Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.

Criminal . Query

Reports Utilities

2:03-cy-001 01-HL Perez v, Rivera

Docket Text: Modify as Appropriate.

ﬂ MOTION for Preliminary Injunction filed by coral on hehalf of Juan Perez (coral, )
A -

Firet
Second
A Third
Fourth —
Fifth

Sixth

Seventh

Eighth

Minth

Tenth x

Click in the open text area to type additional text for the description of the pleading.

Criminal Query

Reports Utilities

2:03-cy-00101-HL Perezy. Rivera

Docket Text: Modify as Appropriate.

|Second 'l MOTION for Preliminary Injunction Jo2ase and desist from parkir filed by coral on behalf of Juan Perez (coral, )

Nextl Clear |
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8. Submit the pleading.

e Click on the [Next] button. A new Motions window appears with the complete text
for the docket report.

e Review the docket text and correct any errors. If you need to modify data on a
previous screen, click the © Bask “button on the Netscape toolbar to find the screen
you wish to alter.

Criminal . Query . Reports . Utilities

2:03-cv-00101-HL Perezv. Rivera

Docket Text: Final Text

Second MOTION for Preliminary Injunction cease and desist from parking i Juan Perez parking spacefiled by coral on hehalf of Juan
Perez (coral, )

Attention!! Pressing the NEXT bution on this screen commits this transaction. You will have no further opportunity to modify this transaction if you
continue.

Clear |

e Click on the [Next] button to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits this transaction. You will have
no further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens
by:

e clicking on any hyperlink on the Blue ECF menu bar to abort the current
transaction. ECF will reset to the beginning of the process you just selected.

e clicking on the Web Browser [Back] button until you return to the desired
screen.
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9. Notice of Electronic Filing
ECF opens a new window displaying an ECF filing receipt.

EECF civil + Criminal + Query - Reports - Utllides + Logout ?

Motions
3:03-cv-01001-JAF USA v. Doe

United Staces District Clomrt for the District of Fuerto Rico

Train Databage
otice of Elcctronic Filing

The following tranzaction wag recerved from John Smuth entered on 11/5/2003 at 2:03 PM AST
and filed on 117572004

Casc Namc: USA v. Doe

Case Mumber: 3:03-cv-1001

Filer: John Doe

Docwneni Numbor: 2

oclcet Lext:
OTION tor Preliminary Injunction tiled by Jolu Smith on behalt' of JTohn Doe {Rodriguez, Coral )

e following document(s) are aszociated with thiz ranzaction:

pcianent descrintion: Main Liocumen

citnDkIRpL pl 7 5e 3 T pleel

e The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. You should note this number on the document’s PDF file.

e Select [Print] on the Netscape Toolbar to print the document receipt.

e Select [File] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service.
The Court strongly urges you to copy it to a file on your computer hard-drive,
print it, and retain a hard copy in your personal files.

e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have registered with the Court’s
CM/ECF Program. The ECF filing report also displays the names and
addresses of individuals who will not be electronically notified of the filing.
It is the filer’s responsibility to serve hard copies of the pleading and the
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Notice of Electronic Filing to attorneys and parties who are not set up for
electronic notification.

10. E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing, the system will ask for the ECF
password (the one provided by the Court), and then the system will ask for your
PACER login. The filer is permitted one free look at the document and the Docket
Sheet to verify that the pleading was properly docketed. The Court strongly urges you to
copy the Notice of Electronic Filing and pleading documents to your hard-drive for
future access. Subsequent retrieval of the case docket sheet and pleading from CM/ECF
must be made through your PACER account and is subject to regular PACER fees.

Note:

In CRIMINAL CASES as well as in the SOCIAL SECURITY CASES only
attorneys of record in the case are able to view pleadings in Criminal and Social
Security cases via the Internet. To view documents, first login to ECF, then go to
Reports, click on Docket Sheet, enter the PACER login, click on the document
number.

Add/Create a New Party

When posting an event (i.e. Third Party Complaint) where you need to add a party to the
ECF system. If the party you represent is not listed in the “Select a Party” screen, click
on Add/Create New Party. The screen depicted below will appear.

Search for a party

Last/Business name ||

Search | Clearl

You must first perform a search to see if your party is already entered on the ECF system.
Type the first few letters of the party’s last name for an individual, or the first few letters
of the company name. Click[Search].
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If a match is found, ECF will display a list of party names. If the name of the party you
represent appears in the list, click on it and then click [Select name from list]. Review
the party information and select the party’s role in this filing. Click [Submit].

If a match is not found, or your party does not appear in the list, click [Create new
party].

ECF displays the following screen:

Criminal . Query

Party Information 2/%/2002

Lastname |smith First name |
Middle name | Generation | Title |
SSN [ ;i TaxID [
Role [Defandant (dftpty) =] Prose [0 =]
Office | Address 1 |
Address2 | Address3 |
ciy [ State [ Zp [
County | =] Comtry |
Phone | Fax [
E-mail |
Party text |

Start date |2f9f2002

Submit | Cancel | Clearl

e For a company, enter the entire company name in the Last Name field. Choose the
appropriate Role from the drop down list. Click [Submit].

e For an individual, fill out the Last Name, First Name, Middle Name, Generation
and Title fields as appropriate. Choose the appropriate Role from the drop down list.
Click [Submit].

e Ifappropriate, add the Party Text field. The Party text field is for information
regarding the position of the party in this case, such as "Trustee for the estate of
Howard Hughes," "Executor for the Estate of Jimmie Hoffa" "Guardian for the
minor of Jane Doe" " Governor of Puerto Rico" or " in his personal or official
capacity". This will appear after the person's name on the cover of the docket sheet.
Enter any appropriate information there.

e Leave all other fields blank.
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Linking Documents (Refer to existing event)

Some pleadings such as Briefs and Indexes should be “linked” to their related documents
in the case. When filing these and certain other types of documents you will be presented
with the following screen.

Other Documents

" Refer to existing event(s)?

Mext | Clear |

An “event” in CM/ECF is anything that has been filed in a case. To link the document
you are currently filing to a previously filed document, check the box in front of “Refer
to existing event(s)?” and click [Next].

Other Documents

Select the categary to which your event relates.

Type 1=
adr
answer

appeal
appeal-cr
charge-cr

cja

cmp
detention-cr
discoy -

Filed | to |

Documents I to I

Mext | Clear |

This screen requires that you filter the list of documents in the case by the type of
document that you want to link to. The type list appears in alphabetical order. Document
types in this list are the same as the types listed in the main filing menu. For example, to
link to a Brief, you would choose the type “Oth_Doc” because Brief appears in the
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“Other Documents” section of the main menu. You must choose a type on this screen.
You also have the option of entering filed dates or document numbers if you would like
to further narrow your search.

Once you select the type of document and click [Next] you are presented with a list of
documents that match your search criteria. For this example we have selected Motion as
the type.

Criminal

Other Documents

Select the appropriate event(s) to whick your event relates.

¥ 050172002 2 MOTION for Preliminary Injunction by Attorney guestaty on behalf of Defendant
Boh Stoops {(guestaty, |

[T 05012002 3 MOTION for Extension of Time by Attorney guestaty on behalf of Defendant Bob
Stoops {guestaty, |

PMext | Clear |

Click the checkbox for the document you wish to link to and click [Next].
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Query Feature

Registered participants should use this feature to query the Electronic Case Filing (ECF) system for
specific case information. To enter the Query mode, click on Query from the Blue menu bar of
ECF.

EECF Reports + Utiities + Logout f,

ECF opens the PACER Login screen. You must enter your PACER login and password before
ECF permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. You
must have a PACER account in order to retrieve, view, and print certain documents.
Beginning July 2002, you will be charged a fee of $.07 per page to access documents, docket
sheets, etc. from ECF.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it in the Case Number
field and click on the [Run Query] button. ECF opens the query screen depicted in Figure B on the
next page.

EE F Civil + Criminal + OQuery + Reports + Utilities + Logout

Query

Search Clues

Case Mumber |EIEI—1EI1 {Examples: 99-500, 1:99cva00) Def Mumber I_

or search by

Filed Date [ to ]
Last Entry Date | tnl
. 0 (zero) :l
Mature of Suit 110 (Insurance)
120 (Contract: Maring) hd

or search by

Last Mame | (Examples: Desoto, Des™)

First Marme | hiddle Marme

Type I vI

Fun Query | Clearl

You may query the ECF database by the name of a party or an attorney to the case. Enter the last
name of the party in the appropriate field. If more than one person with that name is in the database,
ECEF returns a screen (see the following page) from which to select the correct name. If you click on
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the name of the party, ECF will open the query screen depicted in Figure B. If the individual is a
party to more than one case, ECF will open a screen listing all of the party’s cases. Click on the case
number hyperlink and ECF opens the query screen depicted in Figure B.

Figure A

Reports . utilities . Logout

Select A Person

There were 2 matching persons.

Jackson, Dawvid A (aty)

Jackson, Thomas Charles  (aty)

After querying the database by case number, name, or nature of suit, ECF opens the
Query window for the specific case you selected. See Figure B.

You may also query a case by the nature of suit. You must enter a range for either the
filed date or the last entry date in order for the query to run. To search for all cases of a
certain type, use the date 1/1/1970 as the "beginning of time." When you run the query,
if there is more than one case that meet those criteria, you will get a screen similar to the
one in Figure A, but listing multiple case numbers.

Figure B

3-01-01465-JR HARRELL V. MATOS
Héctor Laffitte, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents

Party
Related Transactions

Status

At the top of the window, ECF displays the case number, parties to the case, presiding Judge, date
that the initial claim was filed, and date of last filing for the case. You may choose specific case
information from a large list of query options by clicking on the appropriate hyperlinked name on
the screen. The following paragraphs describe several of the available case-specific query options.

Attorney
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Displays the names, addresses, and telephone numbers of the attorneys who represent
each of the parties to the case.

Case Summary

Provides a summary of current case-specific information as represented below.

3-01-01465-JR HARRELL V. MATOS
Héctor Laffite, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Case Summary

Office: San Juan Filed: 07/02/2001
Jury Demand: Both Demand:

Nature of Suit: 442 Jurisdiction: Federal Question
Cause: 28:1983 Civil Rights Disposition:

County: Terminated:

Origin: 1 Reopened:

Lead Case: None

Related Case(s): None

Flags: JURY, TYPE-H

Party 1: WAYNE HARRELL (pla)

Party 2: MATOS (DFT)

Atty: Ruth Ann Lowery  Represents Party 1: pla Phone: (202) 789-6064

Fax: (202) 789-6190
E-mail: rlowery@bdlaw.com
Atty: David A. Jackson ~ Represents Party 2: dft Phone: (202) 724-6618

Deadlines/Hearings

Produces a screen that allows you to query the database by various means to obtain hearing
and other schedule deadlines. If you query as illustrated below, ECF opens the
Deadline/HeDeadlines/Hearings screen depicted on the next page.

Deadlines/Hearings

Sort by IDuefSet | |Dacument Number —
Deadline/Hearing

Filed

‘Due/Set

Satisfied

KN

Fun Cluery | Clear |

Terminated

After the window opens, if you click on a document number, ECF will display the actual
Scheduling Order for the conference or hearing.
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EECF Civil « Criminal « Query = Reports « LHilities « Logout

3:02-cr-0007E-JAF TSA v Trubb
Dule Oled: 05,01:2002

Deadlines/Hearings
Do, Dowdline Hoeuring: Event DueSei Sutisfiod | Terminaced
Mo. 2| Filed :
1 2 Arraignment 05/0172002 | 0540372002
at 02:00 'MW

If you click on the button to the left of the Deadline/Hearing title, ECF will display the
docket information and related docketing entries for the hearing that you selected.

Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.

Criminal

Docket Sheet

Case number |99-7"':|D

" Entered to

Documents I to I

¥ Include terminated parties
™ Include links to Motice of Electronic Filing
V¥ Include Caption

Sort by |Oldest date first =]

Run Report | Clear |

You may select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to print the entire docketing
report. Place a checkmark in the box to Include links to Notice of Electronic Filing if you
wish to view them from the docket sheet. After you have selected the parameters for your
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report, click on the [Run Report] button. ECF will run your custom docketing report and
display it in a window as depicted.

History/Documents

This selection queries the database for case event history and documents associated with the
case. After you click on the History/Documents hyperlink, ECF opens the screen depicted
in Figure 24. You may select the sort order for the query report and choose to exhibit all
events or only those with documents attached. ECF also offers you the option to display the
docket text in the report.

Figure 24

Query Reports Utilities

History/Documents

Maost recent date first j

Oldest date first
Mozt recent date first

After making your selections, click on the [Run Query] button. ECF queries the database
and builds your report. Figure 24A depicts a portion of a History/Documents report. This
particular report lists all of the events and documents associated with the case in reverse
chronological order. It also displays the docketing text for all docketed events.

CM/ECF Attorney’s Manual (March 2004) 32 U.S. District Court for Puerto Rico




Figure 24A

EECF Civll + Criminal +« Query » Reports + Lilitles + Logout '?
3:03cv_01 001 JAF USA v, Doe

Jose A Fusle, presiding
Date flled: 11/05/2003 Date of last filmg: 11/05/2003

Iistory
Do, S Private| Type |Docket
Nu. e Heschnay Evenl |Subliype|Puar. ID
) .J,;f A Haderond: pnp a1 .
™ Filed & Enlered 11/05/2003 3 Cutnplaint cLp 8

CLp

FEErE : : Y :
Filed & Ay < 11/05/2003 3 IMutllon for Preliminary motion 11
Injunction prelinj

[

You may view a PDF file of actual documents by clicking on the document number in the
far-left column of the onscreen report.

Other Queries

The process for selecting and running other queries in the Query feature of ECF is similar to
what has been described above.
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Reports Feature

The Reports feature of ECF provides the user with several report options. After selecting the
Reports feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 25.

Figure 25

Reports

CalendarEwvents
Cases Filed
Docket Sheet

If you select Cases Filed or Docket Sheet from the screen depicted in Figure 25, ECF will ask

you to login to PACER. You may view Court Calendar Events for a case without logging into
PACER.

Docket Sheet

Click on the Docket Sheet hyperlink in Figure 25 and ECF opens the PACER login
screen.

Enter your PACER login and password. Click on the [Login] button and ECF will open
the Docket Sheet report query window depicted below.

Criminal

Docket Sheet

Case numher IQQ—TUU

" Entered 0

Documents | to |

¥ Include terminated parties
™ Inchude links to Motice of Electronic Filing
¥ Include Caption

Sort hy |Dldest date first LI

Run Report | Clear |

This is the same query window that ECF displayed when you selected Docket Report from
the Query feature (Page 29). Enter the case number for your docket sheet in the Case
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Number field. Select parameters for the remainder of the data entry fields and click on the
[Run Report] button. ECF will display a full docket sheet for the case you selected. See
the Query feature section of this manual for a depiction of a partial docket sheet report. If
you do not need a complete docket sheet, you can narrow the query using the date
filed/entered fields. ECF also offers various sorting options from the Docket Sheet query
screen.

Civil Cases Report

The Civil Cases report provides you with the flexibility to query the ECF database to locate
cases electronically filed within a specific date range, or by Nature of Suit and Cause Code.
When you click on the Civil Cases hyperlink, ECF displays a query screen as depicted here.

]
Criminal . Query . Reports . utilities . Logout o_
&

Civil Cases Report

Case Nature Case Cause
Office [0 Juan type | Ciil of suit 11700y flags | APPEAL 0 {MNo cause code entered)
Miscellaneous 110 {Insurance) | ARBITRATION = 02:0431 {02:431 Fed. Election..)

Filed {1072 912003 o [11/5/2003

[ Open cases
Terminal digii(si 2,47

[ Closed cases

smﬂ,yl Case Numberj I jl j

Run Report | C\earl

Note: Ifyou are not logged into PACER, ECF will display the PACER login screen.
Login to PACER and ECF will open the Civil Cases Report screen.

Enter the range of case filing dates for your report and select a Nature of Suit or Cause Code,
if you wish to narrow your search. If you leave all fields blank, ECF will display a report for
all cases opened in ECF. This picture depicts part of a report of all cases filed in ECF at the
U.S. District Court from 9/23/2002 to 10/23/2002.
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EECF Civil + Criminal + Query = Reports « Utllides + Logout ?

Civil Cases Report B

TInited States District Court for the District of Puerto Rico — Train Datahase

Flled Repaort Perlod: 017022001 - 11052003

Case Number, T e e : Days
Title Fuupened’ Cloged. Pending Nodoy
Added Reclosed

3:03-cv-01001-JAT Fried 0 (Timizer 29:621 Toh

54 v. Dioe 1170552003 Discrimination {Age)
it vl Rights: Jobs
CHFEce Han Juan
FProsiger. Jose A Puste
Sury el Plandill

3:03-cv-01000-JAF Hided: 135 Caiezz: 12:103 Review of HHS

Sepulveda v. 06/23/2003 Decigion (DIWC)

Commizsioner HHS MO Bocial Security:
DIWCDIWW
CHftcz: San Juan
Draardar: Joze A Fistc

The far-left column of the Cases Filed report contains hyperlinked case numbers. If you
click on a particular case number, ECF opens the Docket Sheet report window from
which you can retrieve the docket sheet for the selected case. Follow the instructions in
the previous section for a Docket Sheet report.

Utilities Feature

The Utilities feature provides the means for registered users to maintain their account in ECF and to
view all of their ECF transactions.

Criminal

Ttilities

Your Account
Mantam Your Account
Wiew Y our Transaction Log

Edit Data

Miscellaneous
Legal Besearch ..

Iailings

Wertfy a Document

Your Account
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This section of the Utilities feature provides you the capability to maintain certain aspects of
your ECF account with the Court and to view a log of all your transactions within ECF.

Maintain Your Account

Click on the Maintain Your Account hyperlink to open the Maintain User
Account information screen.

n/lamtam User Account

Last name [ves] First name |

Middle name Generation
Title Type crt

Office [v1ll E. short

Address 1 [T=chical Writer

Address 2 I
Address 3 [Room 2301

City State [ Zp

Country l— County ﬁ
Phone [iz02) 354-3297 Fax [
BarId Bar status
Initials DOB AQ code End date
Email information. | Muare user information...
Subrmit M

This screen displays all of the registration information that is contained within the
ECF database for your account with the Court. This includes Bar Identification and
Bar status. DO NOT CHANGE YOUR MAILING ADDRESS. CONTACT THE
CLERK'S OFFICE TO REQUEST A CHANGE OF ADDRESS .

Clicking on the [E-mail information] button opens the following screen.

E-mail information for wes

Primary e-mail address willism shortfded.uscourts.gov =
< :

Send the notices specified helow
¥ to my primary e-mail address

[T to these additional addresses

B

|

¥ Send notices in cases in which I am involved

I Send notices in these additional cases AI

[ |
@ Send a notice for each filing
" Send a Daily Summary Report

. & html format for Netscape or ISP e-mail service
Format notices

" text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen Clear

ECF will E-mail to parties their Notices of Electronic Filing based upon the

information entered in this screen. Perform the following steps to enter additional e-

mail addresses for individuals that you wish ECF to notify regarding new case
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pleadings and documents.

e From the above screen, enter a check mark by clicking on the box to the left of
the line, which reads “to these additional addresses”.

e Enter the e-mail addresses of those individuals you wish to notify concerning
ECF activity. This data entry field has a capacity of 250 characters for
approximately ten E-mail addresses.

The following screen shows the additional e-mail addresses entered:

E-mail information for wes

Pl'il‘l‘lal'j’ e-mail address william shortfded.uscourts.gov =
Kl E

Send the notices specified helow
W to my primary e-mail address

john_doefdoebuckandfawn. com ;I

@additinnal addrm mary_smithfdosbuckandfawn. com i
| #l

¥ Send notices in cases in which T am involved

[” Send notices in these additional cases “

E
& Send a notice for each filing
" Send a Daily Summary Report

Return to Account screen | Clear |

% html format for Netscape or ISP e-mail service

(

 text format for cc:Mail, GroupWise, other e-mail service

e Stipulate the format of the ECF notices by selecting your choice from the bottom
of the screen.

e If you wish to enter completely new information about your account, use the
[Clear] button to clear the fields on this screen.

After updating your account information, click on the [Return to Account screen]
button to return to your Maintain User Account screen.

To edit or view login information about your account, select the button labeled More
user information, from the Maintain User Account screen. ECF opens the screen

depicted in Figure 32.
Figure 32
More Eser Information for wes
Login |sh0rtw Lastlogin 02-31-2001 11.03
Password |“""‘”‘""““"‘r Cwrent login 09-04-2001 11.03
Prid 2231 Create date 08/02/2001
Registered IY 'I Update date 08/16/2001
Groups Quality Control
Return to Account screen | Clear |
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This screen displays user login information and provides the means to change your
ECF password. Notice that ECF displays a string of asterisks in the Password field.
To change your ECF password, place your cursor in the Password field and delete
the asterisks. Type in your new password. ECF displays the actual characters of
your new password as you type. When you have completed your interface with ECF
from this screen, click on the [Return to Account screen] button to reopen the
Maintain User Account screen. When you are satisfied that all of your account
information is accurate and up-to-date, click on the [Submit] button at the bottom of
the Maintain User Account screen to submit your changes to ECF. ECF will notify
you onscreen that your updates were accepted. If you changed passwords, you may
begin using the new password during your next ECF session.

View Your Transaction Log

From the Utilities screen, click on the [View your Transaction Log] button. ECF
opens a screen with two fields for entering the Date Selection Criteria for a
Transaction Log Report. Enter the date range for your report and click on the
[Submit] button. ECF displays a report of all your transactions in ECF within the
date range you specified for Date Selection Criteria. See Figure 33 for a sample
transaction log report.

Figure 33

Transaction Log
Report Period: 08/16/2001 - 09/04/2001

Id Date

Case Numher

Text
First MOTION for Permanent Injunction by ARLENE ACKERMAN. Responses due by #/4/2001. Beplies due by

7212 08222001 154554 01-4011 9112007 (Attachments: # (1) Estubit Test Document) (fwes, )

3396 08272001 114412 01-4011 First MOTICN for Preliminary Injunction by ARLTENE ACKEEWAN. Responses due by B30/2001. Eeples due by
B/30/2001. (wes, )

3330 082772001 120151 01-4011  RESPOINSE in Opposition re [2] filed by DETITRIA RICE. (wes, )

3331 092772001 120512 01-4011 ORDER tetnporatily granting Motion for Preliminary Injunction [2] . Motion referred to fhealdf . Signed by Tudge
sullivan ernmett g on 0B/28/01. (wes, )

3335 08/27/2001 142352 01-4011 R_ESPQNSE tg Motion reI [2] Pre..d’imimry Injunction filed by DEWMITRIA RICE. (Attachments: # (1) Eshibit Exhibits
are being held in the Clerk's office i paper format){wes, )

3336 0827/2001 143043 01-4011 EESPONSE tg Motiop re [1] Perlmanem .Imjucﬁon filed by ARLENE ACEEREWAN. (Attachments: # (1) Extubat
exhibits are being held in the Clerk's office in paper)iwes, )
Second MOTION for Prelitninary Injunction by plaintiff for defendent to cease and desist the assignment of

3337 08272001 154855 014011 plainfiff io cafeteria duty by ARLENE ACEERMAN. Responses due by 8/31/2001. Reples due by 8/31/2001.

3338 08/27/2001 16:1842

3339 08/28/2001 10:19:15

3431 0%/04/2001 14:21:26
3431 0%/04/2001 14:21:27

01-4011

01-4011

Total Humber of Transactions: 11

(wes, )

YAOTION for Preluninary Injunction to cease and desist fram assigning plaintiff to work as a cafeteria monitor by
DEMITEIA RICE. Eesponzes due by B31/2001. Beplies due by 83172001, (wes, )

Second MOTION for Preliminary Injunction fo cease and desist the assignmant af plainiiff to cafeteria manitar by
DENITEIA RICE. Responses due by %10/2001. Replies due by 9/14/2001. (wes, )

Updated person record: wes Pnd: 2231
Updated user record: shortw 2231

Use this feature of ECF to review your transactions and to verify that:

o all of the transactions you entered are reflected in the Transaction Log

o no unauthorized individuals have entered transactions into ECF using your
login name and password.
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Miscellaneous
ECF provides three Miscellaneous functions within the Utilities feature of the system.

o Legal Research

o Mailings

o Verify a Document

When you click on the Legal Research hyperlink from the Miscellaneous screen, ECF
opens a new screen that contains hyperlinks to a Law Dictionary, a Medical Dictionary,
and Westlaw via the Internet. Select the Verify a Document hyperlink to open a query

screen and enter data in the screen fields to locate a particular document attached to a
specific case number. There is also a Mailings hyperlink that opens a new screen for
making or requesting mailings from ECF.

Logout

After you have completed all of your transactions for a particular session in ECF, you should
exit from the system.

EECF Ciwvil + Query + Reports +  Utilities

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the system
and return you to the ECF login screen.
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Appendix A

Portable Document Format

Setting Up the Acrobat PDF Reader

Users must set up Adobe’s Acrobat Reader software in order to view documents
that have been electronically filed on the system. All pleadings must be filed in
PDF format. When installing this product, please review and follow Adobe’s
directions to utilize Acrobat Reader after installation.

Portable Document Format (PDF)

Only PDF (Portable Document Format) documents may be filed with the court
using the ECF system. Before sending the file to the court, users should preview
the PDF formatted document to ensure that it appears in its entirety and in the
proper format.

How to View a PDF File

o Start the Adobe Acrobat program.

o Go to the File menu and choose Open.

o Click on the location and file name of the document to be viewed.

° If the designated location is correct, and the file is in PDF format,
Adobe Acrobat Exchange loads the file and displays it on the
screen.

o If the displayed document is larger than the screen or consists of

multiple pages, use the scroll bars to move through the document.

o Click on the View menu for other options for viewing the
displayed document. Choose the option that is most appropriate for
the document.

How to Convert Documents to PDF Format

You must convert all of your documents to PDF format before submitting them to
the Court’s Electronic Case Filing (ECF) system. The conversion process
requires special software such as Adobe Acrobat Writer or FinePrint pdfFactory.
WordPerfect versions 9 and 10 have Acrobat Writer built-in and can also be used
to convert documents to PDF.
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Using any word processing program:

o Install Acrobat Writer or FinePrint pdfFactory on your computer
o Open the document to be converted
o Select the [Print | option (generally found in the File menu) and in

the dialog box select the option to change the current printer. A
drop down menu with a list of printer choices is displayed.

o Select Adobe PDFWriter or FinePrint pdfFactory*

o “Print” the file. The file should not actually print out; instead the
option to save the file as a PDF format file appears.
2 x|

~| « &k E-

File name: IEEF M anuial pdf Save I
Save as type: IF'DF files [*.PDF) LI Cancel |

Edit Document lnfo. | ™ “fiew POF File

o Make a note of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary
by clicking in the “Save in” area of the window.

° Name the file, giving it the extension .PDF and click the [Save]
button.

Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe
PDFWriter, and follow the directions above.

*You must have either Adobe Acrobat Writer or FinePrint pdfFactory installed on your
computer to see these choices listed.
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